13.115

13.115 OUTSIDE TRAINING PROGRAMS/COLLEGE

Rev.

ATTENDANCE

Ref er ence:

AFSCVE/ City Labor Contract

Procedure 16.125 - Travel on Cty Business

Personnel Policies and Procedures — Section 3.7

Adm ni strative Regul ation #13 - Travel OQutside of
C ncinnati on Gty
Busi ness

St andards Manual - 22.2.9, 33.1.3

Definition:

Qutside training includes job-rel ated conventi ons,
pr of essi onal conferences, workshops, sem nars, and
speci al training events sponsored by agenci es ot her
than the G ncinnati Police D vision. Exenpt from
this procedure are City of G ncinnati sponsored
sem nars of several hours to one day duration
covering a limted subject such as payrol
preparation, personnel related fornms or processes,
EEO matters, etc. Also exenpt fromthis procedure
are division personnel attending college or training
on their own tine and at their own expense. This
procedure applies to all division personnel.

Pr ocedur e:

A. Evaluating Training Requests:

1. Training requests are evaluated using the
followng criteri a:

a. |Is there need for the training?

b. WIIl the enployee and/or the division
benefit fromthis training?

c. Are funds avail abl e?

d. Is the training job related? If not, is
it related to the applicant's career
pl an?

e. Does the Training Section already
provide this training? 1Is the sane
gquality training avail abl e el sewhere at
a nore reasonable cost?
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f. Have others in the same unit attended
this training?

B. Process the Qutside Training Request Packet in
the Foll ow ng Order:

Appl i cant

| mredi at e supervi sor
District/section/unit conmander
Bur eau Commander

Trai ni ng Section

o g kA 0w bdhoRe

Resour ce Bureau Commrander
a. Fiscal and Budget Section
1) Training/ Asset Forfeiture Commttee
7. Police Chief
8. Fiscal and Budget Section
9. Training Section
10. Applicant

C. Process for Requesting to Attend CQutside
Trai ni ng Prograns:

1. Applicant responsibilities:

a. Contact the Training Section to obtain
an Qutside Training Request packet.
Thi s packet consists of a Request for
Qutside Training (Form 70-T), Request
for Permssion to Travel (Form 70-95),
and the enpl oyee’s training record.

1) A Form70-Sis not necessary if al
of the follow ng occur:

a) Training is free

b) The training occurs within the
Interstate 275 belt |oop

c) Reinbursable fees are not

involved (i.e., l|odging, neals,
gas, parking fees, etc.)
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2) Followall instructions in the
packet for conpleting the request.

Submit the conpleted Qutside Training
Request packet to his imedi ate
supervi sor

1) Include a copy of the training
record.

2) Include brochures, announcenents,
and registration forns with the
conpl et ed packet.

3) Submt requests as far in advance as
possi ble. However, if the training
date is less than four weeks away,
personnel may expedite the request
by hand carrying the request through
proper channels to the Training
Secti on.

The Training Section will notify the
applicant if the request was approved or
di sapproved using a Disposition
Notification Form 17.

1) If the request is approved, follow
the instructions in the Qutside
Trai ni ng Request packet to conplete
the travel and/or training
arrangenents.

a) See the Qutside Training Request
packet for information on
prepaynent or billing of certain
expenses, as stipulated in
Adm ni strative Regul ation #13 -
Travel Qutside of G ncinnati on
City Busi ness.

After returning fromthe training
conplete and submt a Statenent of
Travel Expense (Form 71-S) through the
chain of command to the Fiscal and
Budget Secti on.

1) See the Qutside Trai ning Request
packet for instructions on
conpl eting Form 71-S.

Eval uation of Qutside Training Request/
Certificate:
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1) Each attendee will conplete the
Eval uation of CQutside Training
Request (preprinted Form 17) no
| ater than two weeks after returning
to duty. Route the conpleted form
and a copy of any certificate of
conpletion, if issued, through the
chain of command to the Training
Secti on.

a) Failure to conplete and submt
t he Eval uation of Qutside
Training Request wll result in
the applicant receiving no
credit for the training and non-
approval of future training.

f. The division enployee nay be required to
prepare and submt a | esson plan on the
subj ect(s) addressed in the training
program The enpl oyee may serve as an
instructor on this topic to train other
enpl oyees during recruit or in-service
trai ni ng.

2. I mmedi ate supervisor responsibilities:

a. At the tinme the request is submtted,
ensure the training packet is conplete,
with all required information.

b. Review, evaluate, and recommend approval
or di sapproval on the Form 70-T usi ng
the criteria in Section A1l. of this
procedure. Sign and date in the
desi gnat ed space on the rear of this
form

c. Forward the request to the
district/section/unit commander.

3. District/section/unit comrander
responsibilities:

a. Review, evaluate, and recomend approval
or di sapproval on the Form 70-T usi ng
the criteria in Section A 1. of this
pr ocedure.

b. Forward the request to the Bureau
Commander .
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c. The district/section/unit conmander w ||
receive a copy of the applicant's
Di sposition Notification Form 17 stating
t he di sposition of the request.

d. On approved requests, ensure the
applicant follows the instructions for
maki ng the necessary arrangenents and
conpl eti ng necessary paperworKk.

4. Applicant's bureau commander’s
responsibilities:

a. Review, evaluate, and recomend approval
or di sapproval of the request on the
Form 70-T using the criteria established
in Section A 1l. of this procedure.

1) |If approved, forward the request to
the Trai ning Section.

2) |If disapproved, return the request
to the applicant back through the
appropriate chain of conmand.

5. Training Section will:

a. Upon request, ensure the requesting
person receives the Qutside Training
Request packet.

b. Ensure all returned forns are properly
conpl et ed.

c. Review, evaluate, and recomend approval
or di sapproval on the Form 70-T usi ng
the criteria established in Section A 1.
of this procedure.

d. Forward the request with the
reconmendation to the Resource Bureau
Commander .

e. Attach a copy of the applicant's
training record.

6. Resource Bureau Commander will:
a. Submt the request to the Fiscal and
Budget Section to verify avail able
f unds.
b. Convene the Training/Asset Forfeiture
Comm ttee for review of the request.
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c. Submt to the Police Chief for approval

d. Return the conpl eted packet to Training
Section, if disapproved.

Police Chief wll:

a. Review, evaluate and approve or
di sapprove the request.

b. Return the request to the Fiscal and
Budget Section if approved or directly
to the Training Section if disapproved.

Fi scal and Budget Section wl|:

a. Send the original Form 70-S to the
Safety Director for approval

b. Send a copy of Form 70-S and the
remai nder of the travel packet to the
Trai ni ng Secti on.

Training Section wll:

a. |If the request is returned with the
Police Chief's approval:

1) Send a Disposition Notification Form
17 to the applicant enclosing an
Eval uation of CQutside Training
Request .

a) Send a copy of the Disposition
Notification Form 17 to the
applicant's district/section/
unit conmander.

2) Assist the applicant in making
necessary | odgi ng, transportation,
and travel arrangenments. Applicant
i's responsible for travel
arrangenent s.

3) Route the Form 70-S and ot her
rel ated docunents to the Fiscal and
Budget Section for processing.
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4) Review the Evaluation of Qutside
Trai ni ng Request submtted by the
enpl oyee for the value of the
program and the possible inpact on
future training prograns.

b. If the request is returned di sapproved
by the Police Chief:

1) Notify the applicant and the
applicant's district/section/unit
commander through the proper Bureau
Commander using a Disposition
Notification Form 17.

2) Send a copy of the disapproved
request to the Fiscal and Budget
Secti on.

D. Advance for Expenses:

1. An advance of funds will be permtted to
cover expenses if direct billing is not
possi bl e and anti ci pat ed expenses cannot be
tenporarily financed by the traveler.

a. Traveler should prepare a Form 70-S
detailing the estimted dollar anount
for out of town travel and indicating
t he amount of the travel advance
request.

2. The Safety Director nust approve the trave
advance request.

a. |If approved, Fiscal and Budget Section
will prepare a CaimVoucher (Form 37-5)
requesting an advance in the nane of the
travel er for the anmount of the trave
advance. This is required at |east 14
days before the scheduled trip.

E. Coll ege Attendance

1. The Police Division encourages college
at t endance.

a. No menber may attend coll ege while on
duty.
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Personnel attending classes during
schedul ed work hours w |l use
accunul at ed conpensatory, holi day,
or vacation tine.

2. Tuition reinbursenent

a. Each request is judged on the follow ng
criteria:

1)

2)

s the course related to current
duties or an aid to pronotion?

s the course part of a degree
pr ogr am

a) Electives may be covered if they
are part of a degree program

b. Request for reinbursenent nmust be filed
and approved before course registration.

1)

2)

3)

4)

5)

Repl aces 10/ 99

Prepare and submt through the unit
commander an Application and
Approval Form for Tuition

Rei nbur senent (Form 80-95).

The unit conmander will reviewthe
Form 80-S and route the request

t hrough channels to Fiscal and
Budget Secti on.

Fi scal and Budget Section w ||
forward the Form 80-S to the Human
Resources Director for conpletion of
Part 2.

a) After the Human Resources
Director signs off, the Form
80-S is returned to Fiscal and
Budget Secti on.

After conpleting the course work,

t he division nmenber nust send a copy
of his paid receipt for the course
and a grade transcript to Fiscal and
Budget Secti on.

Non- sworn personnel may request the
followng tuition reinbursenent for
up to six (6) credit hours per
quarter for conpleted work at an
accredited educational institution.
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a) 100%tuition reinbursenent for
grade of “A".

b) 80%tuition reinbursenent for
grade of “B’.

c) 60%tuition reinbursenent for
grade of “C’.

d 80%tuition reinbursenent for
grade of pass in a pass/fai

cour se.

e) 0%tuition rei nbursenent for
grade of fail in a pass/fai
cour se.

6) Tuition reinbursement for sworn
personnel is as foll ows:

a) To be eligible to participate in
the tuition rei nbursenent
benefit, sworn police officers
must neet the conditions set
forth in Section 3.7 of the
Per sonnel Policies and
Pr ocedur es.

b) This procedure provides for
tuition rei nbursenent
retroactive to February 1, 1999.

c) Reinbursenent for up to six
credit hours per academc
session is based on the
fol | ow ng:

1) 100% tuition reinbursenent
for grade of “A’.

2) 80%tuition reinbursenent
for grade of “B’.

3) 60%tuition reinbursenent
for grade of “C’

d) Plus or m nus grades have no

effect on the reinbursenent
recei ved by the enpl oyee.
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7) Fiscal and Budget Section wll
process the recei pt and grade
transcript for reinbursenent and
forward a copy of Form80-S to the
Trai ni ng Secti on.
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